E-GIFT USER GUIDE FOR GRANTEES

Once your agency has been approved for funding from RSAF, all documents MUST BE submitted and received through E-
GIFT. This means your agency must:

e View the award letter and award page from OEMS through E-Gift
e Submit the Memorandum of Agreement (MOA) through E-Gift

e View signed MOA through E-Gift

e Submit all reimbursement documents through E-Gift

e Submit all IRS and tax documents through E-Gift

e Request Extension/Modification

e Submit RSAF Final Report

OEMS will not accept any emailed, faxed or mailed documents for RSAF beginning with the 12/14 grant cycle. All prior
grant cycles will still be handled in the same manner prior to the implementation of E-Gift.

To access your E-Gift grant information log onto the E-Gift link at https://vdhems.vdh.virginia.gov/egift/f?p=147 and log

on using your

Once logged in, select the GRANTS AWARDED/DENIED tab, a table will appear similar to the one below.

My Homall| Grants Awardad ! Denlad

Grant Applications

Financial
Year GrantCyclk Agency Name status  Officer OMD Last Modified  Grant Number Report

You will then be able to view your grant application with all items awarded, including quantity, funding level and amount
awarded amount.

| My Home ‘ Grants Awarded | Denied |

Past Grants Reimbursement Instructions
MR-C05/12-15 : MANCHESTER VOLUNTEER RESCUE SQUAD W ‘Submit Final Report
Item Name Fund Status Level Funded Quantity Funded Awarded Amount

Zoll Auto Pulse Funded 50/50 2 $9.775.10

s wihen you submit the grant and request e-signatures from the Financial Officer and OMD. You can determine the status of the Financisl Officer and OMD bekow. Oncs all s-signatures have been received your grant will be submitted fo



You will be able to view your award letter and award page by selecting the AWARD LETTER icon
In order to submit your Memorandum of Agreement (to accept your grant award) you will need to select the

I
as shown below.

Grants Awarded / Denied Instructions For Grant Reimbursement

Aweard Letter

Agency: PRINCESS ANNE COURTHOUSE RESCUE SQUAD Grant £ TI-C10/12-14 Grant Cycle: DEC-2014

Awzrded Amount

Item Name Status Quantity Funded Funding Level

(Chevy/G4500 170" Module: FUNDED 1 [ 80720 | $124,545.00

Complete your MOA by checking the box, typing in the name of the authorized agent (shown in first red box) and select
the SUBMIT tab.

| My Homa | Grants Awardad | Danlad ‘

OEMS Grart Program Memarendum of Agresment

rant Program, known as the Rescus Squad Assistance Fund (REAF), the undersignad hereby agrees to abide and comply by the following

a Emenp

1. Responsibilities of the Grantee:

2. Use of Funds:

Agency Information

— —— — —
Name of Grantee [Agency): ™ PRINCESS ANNE COURTHOUSE RESCUE SQUAD  Federal Identification Number (FIN): ™ 54-1

Grant Number: *  TI-C1012-14 Name and Title of Authorized Agent: * Gary Wi

Daytime Fhone # * Email Address: * GWILKS5206_AOL.COM

MEMORANDUM OF AGREEMENT

Signature *

Once your MOA has been submitted to OEMS, your agency status will change to pending

MOA, Status: Pending OEMS Approval

Once your MOA has been approved by OEMS, you can log into your account on E-GIFT and the MOA icon will appear at

that time you may view your signed MOA by selecting the MOA icon

Once the MOA has been approved by OEMS your agency may upload their invoice documents needed for
reimbursement. Your agency can not upload invoices until the MOA has been approved by OEMS.

Once approved, your agency can view the reimbursement instructions, upload the invoices for reimbursement, the IRS
letter or any tax documents.



To upload an invoice(s) and /or tax documents, IRS letter, etc...

Select UPLOAD INVOICE tab

Past Grants I| Reimbursement Instructions ‘ I

MR-C05/12-15 : MANCHESTER VOLUNTEER RESCUE SQUAD Extension || Submit Final Report

Item Name Fund Status Level Funded Quantity Funded Awarded Amount

Zall Auto Pulse Fundsd 50/50 2 $0,775.10 SCA A

Select ADD DOCUMENT,

| My Home | Grants Awarded / Denied |

Grant Application Invoices

Agency Name MANCHESTER VOLUNTEER RESCUE SQUAD
Grant Number MR-C05/12-15

Grant Cycle DEC-2015

Invoices | Add Document |
Name Doc Type Description Size Status Comments Delete
F32199/Purchase Invoice 032416 pdf Invoice Purchase Invoice F1842KB  View Verified

F3035/MVRS IRS Designation Letter pdf IRS Letter / 990 / W9 IRS Designation Letter 2183 KB View  NA NA i

CHOOSE FILE, Select the document from the dropdown list and enter a DESCRIPTION

Choose the file from your saved documents, select the document type (invoice, IRS letter, special condition) and type in

Save Changss
a description of the document. Select SAVE CHANGES
[ o | G e oo |
Grant Application Invaices
FRINCESS ANNE COURTHOUSE RESCUE SCUAD
o=
Hams Dec Type Dascription size Statug Comments Delate
Choose File | Mo file chosen Invoice A
I

Inwoice
IRS Letter/ 020 / WO
Condition D i

Your document has now been uploaded to OEMS and your status will remain as PENDING until OEMS approves your
payment.

| my tiome | Crants Awardad/ Danlad

Grant Application Imvoices

MName

Invoices Add Document
Nama Dot Type Dascription size Status comments Dalata

F1e600/rsaf. richmondfire 1212, pdf Invoice invoice 233.51 KB Migwr ]



To request a grant Extension, select the EXTENSION icon

Past Grants : Reimbursement Instructions |
MR-C05/12-15 : MANCHESTER VOLUNTEER RESCUE SQUAD " Upload Invoice E " Submit Final Report |
Item Name Fund Status Level Funded Quantity Funded Awarded Amount

Zoll Auto Pulse Funded 501750 2 $8.775.10 sselininbali

Select the Calendar icon and select the extension date you are requesting and enter COMMENTS to provide an
explanation of why you are requesting an extension. If you need to upload documentation (vendor letter, statement
from manufacturer, etc...) follow the same process as uploading an invoice. When complete select SAVE CHANGES.

Save Changes

Application Extension Request

Agency Name MANCHESTER VOLUNTEER RESCUE SQUAD
Grant Number MR-CD5/12-15
Grant Cycle DEC-2015

Funding End Date 1213112016

x ¥ 5%
Extension Date |

Comments *

Supporting Documents | dd Document |

Name Type Description Size Delete

No supporting documents are available for this grant application

Note: Please upload the necessary documentation for grant application. Accepted file types are JPG, GIF, PNG, TIF and POF

Your request will remain in a PENDING STATUS until approved/denied by OEMS, you will receive an email notification
once the status has been decided by OEMS.

To request a grant Modification, select the MODIFICATION icon,

Past Grants | Reimbursement Instructions |

. MR-C05/12-15 : MANCHESTER VOLUNTEER RESCUE SQUAD [ Extension |

. Item Mame Fund Status Level Funded Quantity Funded Awarded Amount .
Zoll Auto Pulse Funded 50/50 2 $9,775.10 ORISR

Insert NEW ITEM NAME (if applicable), NEW QUANTITY (if applicable), NEW AMOUNT (this field must be complete to
request an extension) and describe the reason for requesting a grant modification in the COMMENTS field. To upload
any documentation follow the instructions in uploading an invoice. When process is complete select SAVE CHANGES.

Save Changes



item Modification Request E

ltem Name  Self Load/Lift Stretcher Syste New Item Name

Quantity Funded 1 New Quantity

Awarded Amount 19666.00 New Amount

Available Amaunt 19666.00

Comments *

7

Supporting Documents | Add Document |
Name Type = Description Size Delete
Mo supporting documents are available for this grant applic aticn

Note: Please upload the necessary documentation for grant application. Accepted file types are JPG, GIF, PNG, TIF and PDF.

Your request will remain in a PENDING STATUS until approved/denied by OEMS, you will receive an email notification
once the status has been decided by OEMS.

To submit your Final Report, due by the end of your grant cycle, select the SUBMIT FINAL REPORT icon.

Past Grants ‘ Reimbursement Instructions. ‘
MR-C05/12-15 : MANCHESTER VOLUNTEER RESCUE SQUAD Extension | Submit Final Report
tem Name Fund Status Level Funded Quantity Funded Awarded Amount

Zoll Auto Pulse Funded 50/50 2 $9,775.10

Complete the DESCRIPTION OF COMPLETED PROJECT field by following the text instructions. To upload any
documentation follow the procedures for uploading an invoice. When complete select SAVE CHANGES.

Save Changes

| My Home | Grants Awarded / Denied |

Agency Name: HENRY COUNTY DEPARTMENT OF PUBLIC SAFETY Address: 1024 DUPONT ROAD, MARTINSVILLE 24112, VA Phone Number: (276)634-4660

Federal Tax Id #: 54-6001348 Grant #: PI-CO2/06-15 Grant Cycle: JUN-2015

DESCFIEUOFI of Comg\eted Project : *

Funded Equipments

ltem Name Serial Number Item Location

Self Load/Lift Stretcher Syste

Supporting Documents Add Document
Name Type Description Size Delete G Report Id
No supporting documents are available for this grant application.

Note: Please upload the necessary documentation for grant application. Accepted file types are JPG, GIF, PNG, TIF and PDF

To check on any E-GIFT status for your agency, please log in to E-GIFT using your user ID and password.



